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15 September 1952

MEIORANDUM FORs The Evaluations Officer for Easch Major Organizational
Component in LD

3

SUBJECT: fotice of Meeting of 2 September 1952

& meeting for 211 Evalusticns fficers, and the temporsry trainivg of ficer:
for the Peraonnel Evalustion Report progrem, will be held on Wednesday 2l Sept.
smbsr et 10 a.n., Room 1123 Fye Buiiding,

The purpose of the meeting is for basie briefing end for discussion of all
phases of the Pergormel Evalvation Rerort vraining program. Representativas of
the Personmel 0ffice, incinding the plscemant officers who service the various
arganlzational components represented, will be present to clarify probiems pey-
taining to perszormel procedures and to the Careser Service Program,

The Office of Training will conduct as micy a8 three training meetings fo1
superviscrs in each vsjor crganizetional component of the Agsney. Ths talance
of the mestings required will be conducted by & temporsry itraining officer
selocted from within each major componeat specifically for Fersonnsl Evaluaticr
Report training,

It will be a considersble sdvartags for sach organizational cumponsnt 4
have someone of its permsnent staff thoroughly qualified to conduct suca tra
meetings as they msy be required in the fuwture., It is therofore suggested i
each Evaluations Officer bring a teuporary training officer with him to tivs
moeting on the 2lth, unless the Evalustions: Officer himself will cawry out
training function.

25X1

Attached is a suggested form for & memorandum to bs uzed by Evalustions
Officers to advise superviscry persomnel of scheduled training meetinge., “h
Evalustions Officer has the responsidility for (a) notifying perasonnel who ax
to attend P.E.R, training meetings, (b) scheduling the meotings, and (c¢) obtw
ing & suitsble mesting roonx.

This first weeting on 2l September should not take more then one heur,
prepared to ask sny questions you have regerding the Perseonnel Evaluation Rep
training progran.,

25X1

25X1 If you have questions you would like to take up befeore 2l Septamber, ile

25%1 call ) Chief, Mammgemsnt Training Division, or |
ig on extensions 2761-2.

25X1

f‘/'lgmcbor of Training
Information coples to:

All offices with covert personnel
Attached: - 25 YEAR RE-REVIEW,
Suggested Notification Form
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{SIGOESTED) .
MEMORANDUM
{ diioe )
Pog
[Bane of Supervisor)
Frome Evalustions Offiser, _
(4 40))

Bubjects Frepsration for Training Meeting for Irstruction

4n Use of Pareommsl Evaluation Report

3. You heve teen schedulnd to attend & one-howr iLruining mesting
on » - eeet &6

(& Week) (dute) ~(month) “Bazy
in Room ‘ 2 "
{room mamoer, (tullding)
& . 3ince there is & good desl to be covered in & relstively shert
25X1 time, it i3 of the utuost impartance that yeu study carefiily
CIA Hotles snd TA Noties|  Defore :ou sttond thie
25X1 Mesting.

%, These Agensy notices provide (a) the basic docirine of tha persomel
svsluation vrogran, (o) indicate the schedule thet will ba
followed :n the first parsormel evaluation reparting progtan,
and (o) show the esequanes of operations in wrogessing &
Pergonsgl Briduabion epart. :

Lo 12 you have sy guestlons regerding this mesting, plaase sall

the underaigned on sxtensions 0

Bv almﬁger

DO OT

25X1
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